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1.  Changing Approval Password 

Choose “Preferences”.

 
 
2.
Logon password expires every 90 days.  Approval password never 
expires, if you want your Approval password to match your Logon 
password you must follow these steps. 
 

 

 

Click “Change Approval 
Password”. 



3. 

 
 
 
4. Establishing a Proxy 

 

1. To change Approval 
password you need to type 
in your current Logon 
password.  Then you make 
your Approval password 
the same as your Logon 
password. 

2. Choose 
“Submit” 

Choose  
“Proxy” 

 
 
 



5.  Assign Proxy 

 

Choose “Assign 
Proxy”. 

 
 
6. Enter Proxy 

 

Type in the user 
ID of the desired 
proxy, or use the 
look up feature. 

 
 
 



7.  Select the Proxy 

 

Remember you 
can search for a 
value. 

Select the appropriate 
“User ID”. 

 
 
8.  Enter the Start and end Date. 

 

Note how 
the value 
filled in. 

1.  Enter a 
Start and End 
Date for the 
Proxy. 2. Choose 

“Submit” 

Read this, you 
may also use the 
calendar look-
up feature to 
enter a date, jus
click on the 
icon, and you 
will see the 

t 

adjacent pop-up. 

 
 
 



9. The Proxy is finished. 

 
 
 
10.  Document Sharing (This is the method used to give someone the same rights as 
yourself to all of your documents) 

 

The Proxy 
information 
has filled in. 

Choose “Document 
Sharing”. 

 
 



11. 

 

Choose “Add Full 
Access” to give someone 
the same rights as 
yourself to all of your 
documents. 

 
 
12. 

 

1.  This dropdown box can 
be changed to search by 
other fields (i.e. last name, 
phone number, etc.) 

2.  This is the field in 
which to enter the 
search criteria. 

 
 
 



13. 

 

Choose “Display” after 
you input the search 
field value. 

 
 
14. 

 

Now the user is capable of the 
same things as you, at least in 
PRISM. 


